Townhouse Project Plan
Submittal Process

Submit permit for a townhouse project, using a unit
address within the project and attach project plans for
review. Customer must click on the "Release for Review
button to send project to Code Enforcement.

Code Enforcement receives project.

Project Controller reviews project <
submittal for compliance with the
project submittal requirements.

Project plans meet the Code
Enforcement project submittal
requirements.

Y/N
YES NO
Project moves to the Project
Coordinator for plan review Project Controller sends notification to
process set up. customer "Additional Information

Required". The notification includes a
brief description of the information
needed within the plan submittal to
meet the project submittal

requirements. The natification includes
Project Coordinator sets up the plan review cycle an new link for plan upload.

adding the necessary review agencies and building
disciplines. The Project Coordinator creates a
BlueBeam Studio Session and uploads the project
plans into the Studio Session for distribution to the plan
review team. If this is a re-review project, the Project

Coordinator sets up the re-review cycle involving only Customer resubmits the modified Plan
the agencies that previously disapproved the review. package to Code Enforcement

Project Coordinator distributes
project to all assigned
reviewers/agencies through
the plan review system and
notifies each by email.




plan review process. The other

must be approved prior to proje
approval.

Building, Charlotte Water, Zoning, and
Fire reviews travel together through the

reviews travel independently, however

agency

ct

Building, Charlotte Water,

complete and approved.
Y/N

Zoning, and Fire reviews are

YES

Project Coordinator closes the review cycle.

1

Project Coordinator closes the
BlueBeam Studio Session, uploads
disapproved project plans into the
plan review system for customer to
review & closes review cycle. Plan
review system notifies customer
disapproved plans are available for
their review. The email notification
includes a link to upload the revised
plans.

Customer resubmits the revised
Plan package to Code
Enforcement.

Y/N

All agency reviews are approved.




YES

NO

Project Coordinator closes the
BlueBeam Studio Session, uploads
the project plans into the plan review
system, & closes the project. The plan
review system places C/O holds on
the project according to any conditions
identified during the plan review
process.

Project Coordinator sets up the
permits for the project per the
information provided in the Permit
Data Sheet and the Phased Permitting
Data Sheet.
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The Project Review remains open
until all outside agency reviews are
approved. Customer must work with
agencies to resolve any outstanding
issues to allow them to approve their
review cycle. Note: there is no system
notification to the customer regarding
open agency reviews. The customer
must monitor the Project Stat Map for
project status.

Project Coordinator will validate the
project permits provided there are no
contractor licensing, or insufficient
funds issues. This function may take
several days depending on the number
of permits associated with the project
and permit phase.
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